Declassified in Part - Sanitized Copy Approved for Release 2012/08/13 : CIA-RDP70-00211 R000900§)70077-0

~ g
- ‘v
N
. -p

k]

Chisf, Thawoseent THaPE
Chief, Becords Menagoamst Staff

pekly Report - Woek dndlia M Joly 1957

{1} Comp 20 pew and revised forms; elluineted
The Records Cemter regtived 64 cublic feet of inaetive
recoads sud clixingbed 76 cubic feet.

(3) The review of the illus system in the Sugpestion
Ards Staff hes been copleted il the following
aecoepl fehed

{2) svout one helf of a file dreawer of imasciive
racordz wepe Yetired to the Hecords Cemter;
two additiomml cudic feet ware segregnisd for
retirement ot the end of this calsniay yesr.

(v) The Subject umerie File System was brought
up~to-date.

{¢) A sev pethod to eomirol sugpestions in
frocess war proposed.

s.  Iotsngible.

(1) Thres Szrliovee Sugzestiocns were evaluated and
rejectiocs recommnded.

lssigmoents - (sz

. @. Leview of Records Uontirnl Sehedule, Offiee of Ferscuuml -
Project adout 30 pexr cent ecompleted.

Forty pev and revised fopms ln mroesss - 15 of thuse sre
for the Uffice of the Comptroller in conjeection with the
- prepuyation of J t submission. Completlion of these
C ie-veguired oy 1 Juiy.
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, Installation of Swbjeci Humeris Systen, Casualty Affalrs

Branch,/0P.
Heview of Vitels Perscupel Records,

Review of requisitions for nev filing equigment - reviewed
T regiisiticos; roturned 2 for further concideration,
eparoved b and projosed s revision ik 1, providing for

& S-dzewer yather than o b-drmwer cabinet.

Preparation of pmmphlet, "So You Have & Gpace Problem,’
Records Dispoaition Burvey, Cosarelal Staff.

ad I participated io Operetion Alert, 1957

» for the entirs pericd amd | stayed 25X1
ad&w mmnmveuwamtytamiivﬂm
many officicls their Vital Haterials Prograc snd mske
suggesticns for improvemmmt. Some of thoss lsprovesents
have slreedy been mde, ofhers sre in the process of
adoption. The Alert progres salso provided sn opportunity
to discass other phases of the Records Manegement
Frogram with & mmber of Agency officisls, A muzber of
these officiales visited the Records Center and the Vitel
Haterials Repository,
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